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21 June 1962

MEMORANDUM TO: | |

IR has 778 feet of records in Records Center. Some of this
material is stored for Tile reconstruction purposes only snd much
of the remsinder has been completely inactive Tour some time
{aee attachment).

The purpose of the Center 18 to store permanent records and
inactive records with a definite destruction date. Semi-active
or ‘uactive files with indefinite destruction dates should be
retained by the Register in moet cases. Storsge of records for

recongtitution purposes is pert of the VME nission.

Hetention of records is more of & problem for OCR than for
other gsections of the Agency. There {8 justificetion for holding
some compiled information for extended periods even though indi-
vidual documents are avaeilable Irom the originating agency. How-
aver, there 18 room in our secure arees 1o handle most of our
records ctorsge requlrements.

TR branches should review their Records ‘enter deposits for
the following purposes;

a. To destroy all material no longer of value or
not required for record purposes.

. To withdraw al] “"reconstitution’ files for
destruction, retention at headqQuariers, or
tranafer Lo VMH,

¢. 'fo provide an estimate ol space reguirements
for those files to Le: 1) retained st head-
quarters, 2) transferred back to
Becords Center.
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ﬂice eIoyanani?l « UNITED STATES GOVERNMENT

TO . Chief, Records Mgt.pfjaff DATE: 29 March 1962
( %Zégg 20
FROM : AS/CR Z——- STAT

SUBJECT: R(CS 24-59, Partial Revision

Attached for your approval is a revision of the portion of RCS ol -59
pertaining to the holdings of Operations Branch/Machine Division. The first
page (itemsf489,490) represents transfers from that Branch to Microphotography
Branch/Machine Division.

T am also sending 2 attachments to facilitate the cross~-referencing between

" the 0ld and the revised sectlons. Note the deletions that are necessary in the
Biographic and Industrial Registers' schedules because of transfers of items ©o
Machine Division.
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STAT Assistant (hief, o v
rédnistrative staff, o8 12 sprid 1962

SEA Looords Adalnistration Ufflcer, LG

sevision of OCR/Mechine Division Schedals

1. The revissd schodule for the vmchine Dlvision is
approved except for Itess byl and hG2.

o, 1 fesl thed a Jdefinite disposition instruetion should
o esteblighed for the Subjeet (WUL) and Frocedures (W52)
£4len held by the Tebulating Bectlon. These files ave sdoinis-
sretive in natore apd could be destroyed within the office rather
ihen scheduled for transfar to the Hecords Center. Sisdlsr files
in other offices throughout the Agency are belng destroyed slter
& onee-or twoeyear perlod. In addition, the voluwse of thess files
desz novt warrent trmnsferrving thes to the Records Center.

4. I would sppreciats it 1f Surther considaralion was
given to revising the disposition instructions for these two itass
Lo provide a definite rotection and disposal period,

f. I a= sending s copy of the revised schedule to the

ce:  Records Center
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